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PURPOSE 
 
1.1 The purpose of the Revenue Management Policy and Procedure Manual is to ensure that clinic 

personnel have the information available to allow them to perform their revenue generation 
duties in a proper and uniform manner. 

 
POLICY 
 
2.1 It is the policy of the Department of Mental Health (DMH) to have written procedures addressing 

all phases of operation. 
 
RESPONSIBILITY 
 
3.1 The Revenue Management Division has the responsibility for preparation and issuance of the 

Manual. 
 
3.2 With the approval of this policy, the Director of Mental Health has, in effect, approved each 

procedure to be entered into the Manual.  Therefore, immediate implementation and compliance 
is mandatory. 

 
PROCESS 
 
4.1 It is the intent to issue the procedures in accordance with the Table of Contents (Attachment I).  

As changes occur, the Table will be updated. 
 
PROCEDURE 
 
5.1 The Revenue Management Division will formulate, write, and issue all procedures.  The 

procedures will be issued to personnel indicated on the Revenue Management “Manual 
Holders” mailing list.  It will be the responsibility of the Department Deputy Directors to ensure 
the appropriate personnel are updating the list with the Revenue Management Division 
secretary so the list will always reflect the most recent additions/deletions (new providers and 
management changes). 

 
5.2 The check list (Attachment II) shall be used by the manual holders to they may be assured they 

have a complete set of the most current procedures presently available. 
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